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The lastructitnal Support System' for Qccuipational 
Education (ISSOE) pro ject, conducted in New yorkf^^^used dn (1| ^ 
revieM of individualized education systems^ (2) 'S^Witioi of t\ 
appropriate occupational clusters,, and (3) development and field^ 
testing^ of: a system and materials. A, product of tba {lanaging Stuient 
Progress series ot the ISSOE program, .this guide defines, and explaihs 
"cne of the. tomponents for managing stufdent progress^-the' ISSOE ^ 
profiles, fpir reporting student progress. It discusses the. optiQQs 
for developing profiles which d^scribf the technical aM 
non-technicalf outcomes from an occupational training program. The 
guide is^ designed primarily to assist teachers in the completion of \ 
record, pf achteipment/occupational preparation ^profiles and class 
progress charts, it also discusses the value of the i^OE 
emplflyability profile to its users, (KC) . ' ^ 
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The Cornell systera^f or 'reporting student progress^ stiinmarlzes infor= 
mation on the progress of both individual students and whole classes of 
occupatlortai education programs. This system provides informtfion to help 
teachers manage classroom Instructlqni administrators-^ coordinate educa- 
tional programs, and employers select potential employees* 



The major purpose of this reporting system Is to provide lnforma= 
tional supports to hfelp teachers better meet the liistructiQual needs of 
students as they progress toward their occupational goals, Thf reporting 
system can. hfelp teachers monitor, each student" s progress by perioaically 
providing student-progress information, in formats that relate to instruc- 
tional objectives. / j ^ ^ / 

' 'The system may also be* used to report^ irtdlvldual progress to students 
and parents* It can be used to generate profiles which will assist employ 
era in the select,ion of employees, promoting more effective placement of 
graduates from competency based occupational educators programs* 

This User's Guide describes the ISSOE profiles available for report- 
ing student progress. It also su|gests possible uses-^o^f the information* 




This Is one of a series of sJuides develnpfed to define and_explain ; 
dnenfs for managing Student progress in ISSOE* The' system would also 
be useful for managing student progress in any competency based occupation 
education program* ' ^ .. " 



^ » VALVE OF AN EMPLOYABILltY PROFILE . 

Students, ^ejL^efs, parents, guidanct personnel, placeinent coordin- 
ators, employers p administrators and supervisors each ^have a vested In-- \^ 
terest in the development and Implementation^qf a thorough and efficient 
method for'>*of lling student progress. This section^.will explain the . 
.benefits which the Record of Achievemeht/Qccupatlonal Preparation Profile 

has for each of these groups- " , ^ 

/ . ' ■ * ' ' ' 

■ i ^ ■ ^ } ^ ' \ . ^ * ' ' "/ ^ - ^ 

Students ' \, 

^ ■ — — ■ . : ; . , - • . . * _ ■ ^ ^ _ 

The periodic Record of AchieVement/Occupa^lonal Preparation Profile 
(RAOPP) will provide the student With visual^ reference t^determine pro- 
V gress toward hfs or her selected dccupafional goals, />difse reports will 
provide the student with Informat^n t^t ^ ^ ' , . - 

1* assess ^progress toward^ s^l^ec ted oqciipatibnal goals and 
provide a basis for rteevaluation of these goals; 

2. discuss-progress with teacher (s)^ parent (s) J guidance 
^ counselGi^(s) artt| other; ^ ■ ' ^ ^ h * ^ 

3* present to potenftal emplbyera a concise record, listing 
' competencies achieved according to job title;, 

^ ■.•J ■ ( ' • . — , ' ■ 

4. motivate him or her. * .masterradv! i Llonal skills in the 
Qccupational area; 

' Teachers ' i • 

The RAOPP will provide t^^' te/toh^L with information to faciliLate 
man omen t of instruction* ■ Rueeiving this information periodically 
wli^ promo f uaxviduallzed instruction' it wil*l also help teachers 
evaluate the results of Instruction and revise their strategies in 
time to promote greater student accomplishment - More precise Infor^ 
mation will be obtained so that the teacher can discuss with each 
\ student prpgr.ess toward' his or hir^chosen occupational^goals* 

— •■ • ■ -■• . 8 : ■ 
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These reporting forms will provWe the teather with information ^ 
^monitor student progress, ^ The information can be eipecialiy useful 
for conferring with Individual students toi « 

1, » discuss the^ progress and eKpectatiops; 

2. reassfiss tlmir selected QCcUpational goals; J ^ 
3* refine their eduQation plan; ' * 

' '4, determine special instructional needfi; ^ ^ *^ i \ 
5,. coordinate progress with cooperative or work^experienc% 

coordinator;^ ^ * ^ 

6* -spot competencies that are causing .particular difficulties ; 
I. assess competencies of students entering from other scHools; - 

' 8, datermine the range of difficulty of compet^encies so that ■ 
^ ' ■ - ' " J- . ^ • , ^ ^ 

scheduling of instructional activities forifuture students 

^ ^ _ ■ . / . """^^^ ^ " .' " 

^ wllL be mope accurate; / ^ ^ * 

9, determine . the range of competencies' and time to complete them 
by various populations so that future .planning can be more, 
determine what materials and equipment the student learning 

review the goals and objectives ^f thi program. ' ^ 

Comparing student accomplishments with TSSQl prog& m competencies - 
provides a means for program evaluation. ITie each^r can make an assess- . 
ment of instruction to ^determine *he value of the curriculum. Analysl^ 
of student accqmplishlnent may suggest revlsions, in either curriculum or,, 
instruction. . ^ " . , ■ 

These performance reports, especially the Class Progress CharU 
provide information that the teacher can utilize hi working with the : 
administration. They are a basis for' evaluation^ of ,the educational , ^ 
program's strengths and weaknesses, and help' identify its arcofflplishments. 
Using the reportf, teachers and adminlstr. tors can more easily determine • 
what resources and technical inservice training are necessary. Modifi- 
cations or revisions can then be discussed. ; ^ ' 



f 



student progress informatiDri can be'ttsed by the teacher to inform 
the public about tlm occupatlonad education program. Reviewing the 
accomplishments of students provides advisory or trade committees with 
facts on Which to/base recoranended program re-^isions. 



The .employment community ^also benefits ffdm the reports* • Employers 
leari^ which Jobs students are being prepared fori' what compe.Cepcies artf 
^taught;' and'^hat level of achievement students have ^reacheH. By 
comparing the needs of employers with program objectives and individual 
competency s suitable students can be matched with particular empl{oyera • * 
' . / * ' ^" • " ■ , * ^ ^ ^ 

J- Information can also be^ubtalned to moriltor the progresi of special 
populatloT^sT^ Revving this Irtformatlon may suggest revisions la instruc 
tlonal strategies and. materials 'In order to Improve performance of a 
particular group or individuals. ^ * 

Parents . / # ' „ • 

The RifOPP allows ^parents to obseri^e the progress of tl^lr child v 
toward pre^determln^^ occupational goals.^ It /displays specific Infor- 
mation on well-de|lned jobs and the corresponding competencies needed to 
perform them. 

i^lt a|^ provides specific informatl^ f or ^jpareirfts to review with ^ 
'teacher|^or guidance counselors when they discuss their daughter's or 
. son'#DfoBress* It shriws the student 's progress In an Occupational ^ 
^#ogram, and lets parents know what jobs their child has learned. The 
"reports cAn form a basis for reassessing pupil occupational goals. 

Guidance Personnfel 

The^RAOPP, detailed description of indivldu^al students' progress 
^provides a more precise record to be used when consulting with the 

student, SucJl information will provide a basis for assessing student 
' proeress and for determining necessary . adjustments or changes in the 

student's chosen goals, - - 



If V 



This inforMtifen also provides ^ ^od basis for conferences with 



' parents and teachers^ who ass 



ist the" student in making .decisions regard- 



' ing his pr^ her occjip^tlonal preparation, 
'Placement Coordinators. 



X - 



P informs the placement coordinator of the Individual 
etency^in specific entry level tasks. This wyi assist. 



The RAOP 
student^ s comp 

the coordinatDr in keeping employer s infortned of' potential applicants. 

Employers . ' - ^ ' ' . # ^ 

The form, provides a profile tha^ can show the employer the jobs 

" for whicK the pot^tiaL empXeyee (former student) is prepared.. It 

/also shp^i^the R^oflciehcy level th& person has ^ttained in each job 

area** / . \ . . ' 

puring the job interview, thip type of employe tfllity profile yill 
give the potential' ampldyer a more precise record of the persons atil-, 
ities, *This wilCa^ilst in the tvirlni decision because the' profile 
.'shows the person's training in Jdbtrelated jierms. ' • 



Ad ministrators and Supervisors ^ . \^ , . 

' ^ The RXoPP is useful ^in poi fr^yirtg ■ the progre^b of indlviaual ^' . _^ 

students, Tfis infoTmation can be use4 for supetA/isorpcanferences • 

♦with the teacher arweil^ as for discussions/blWecn individual students 

and their parents. The form will/ be helpful in ^shtfwing -the accomplish- 
>-.<- 
me 



nts of .individual students in occupational .education programs, 



■ Difficult progcam competencies can be ..Identified ind strategies 
developed to improve student attainment , of ' thesfe ^competencies. The 
information provides a starting point "to revieW the value ef the,se 
competencies and whether they shbul.d be jemoved.^ ' 



RgPmTim FORm 4ND-EMPL0Y4BH,ITY PROFILES 

Wo ISSbE forms are used to report student progres|^.^ These arei 
(A) The Indivi dual Education Plan n.E.P,), and (B) Class ^Progress Chart , 
For' information describings ,how to use these for reporting s*cudent progress 
please see the ISSOE Gill'de., ^"Reporting Student Progress/' ' ' 

The Record of Achleveraent/ Occupational Preparation profile (RAOPP) is 
u^ed to report student progesi In prof lie ^fgrtn at regularvlntervals , deter 
mined by the local administrators. It also provides a> summary record of 
achlevemen^when the; student leaves, or graduates frbm* tfie oecupatibcal 
progrOT. Jiy^ ^ V ^ 

•■ . . ■' ^- ■ ■ ... 

Completion Instructions^ ^ ^ ^- - 

Data are transfl^red from either of the student data reporting Instru 
ments on to the RAOPP. (Refer fo pages 10-16 for an example of a RAOPP)^ ' 
To complete the RAOPP: ; ; 

1. On the cover^ page (see page Ip) fill in the student's, 
Instructor ■ B and schodl 's name along with the data the ' 
* ^ profile was prepared.' ^ , 

- 2. .On the competency page (see page 11), type oj' print th^ ^ 
Dictionary of O ccupational Titles (D^O/T^) Job Tltre 
, the long box at the top of the page. . Indicate 'the >^ob 
Title number after the Job Title, " ^ 



In the small space to tl^left and under ^he. D,O.T,s Job 
Title type or print the alK"dt|it tSSOE task number for 
the first competency the student wai taught for that 
particular Job Title. Thens.in thk space next la the/ 
ISSOE task numbe'r fill in the words that best describe p 
that particular task* - You Inay have to abb|e;u^late Che 
task in order to make it fit into the spaed* 



4. Place a row of Xs in the space .under the apprppriate- 



proficiency heading (Not Instructad, Instructed-Not 
Completed, or Completed) to indicate the Instructional 
tevel the student had reached for that^ particular task. 



Th6 following instructional Im^Bls may be asfed for reporting student 
progress on the RAOPP * . ^ ^ 



Instructional 
In dicator 

NI 



NC 



Description 
Not f Ins t rue ted 

tKIs indicator is used to explain that tha student 
should not be held accountable for this task. At 
the time chat "Nl" is indicated on the lEP, the 
student has received no instru*ction related directly 
to 'this task. When "NI" Is marked', the column "DaEa? 
Completed" should he left blank, ' ^ 

Not Completed , ' ' ■ ■ : j 
This indicator is used to show thac Ithe student 
should not be held fully accountable for this task. 
At the time that "NC" is indicated on the JEp, the 
student has received ^ome instruction related to the 
task*but has not received all " the instruction necessary 
to injure thorough knowledge and prof iciency d£ the 
task^s requir^einents. When "NC" is marked, the column 
"Date Completed" should be left blank. The teacher 
should make note/ however, of the d/ate the competency 
was assigned and determine if student appears to ^ 
have trouble completing the competency in a reasonable 
time, t 



Comp leted 
This 



indicator is used to show that 



the 



student should 
be held fully accpuritable for the requirements of this 
Cask* The 'student should have completed the task^s 
requirements as specified in the ISSOE catalog and be 
proficiejit at the l^vel (s), described by the Criterion 
Referenced MOasOTe, 

t^eri the prof iclencv level is marked witli a "C", the 
■teacher shoul4 indit^ate in the column labeled "Dat^ 
Compieted", when the student finished the task. 



Continue this prdcedure (steps v3 and 4) for each task related 
to a' pcirticuJlar Job Titlcfr If necessary, use additional 
competency pages. . ; , 

■ ' • = 8 , ! 3 



If the student has been ^jqsCrucCed it\, more '.than oTie'' Jpb 
Title, use additional compeCency pages and follow steps 2-^5 
' again. " 

If there are unused lines at Che boCtOTn of the rompeCency 
pagej use a marker to void those lines. 

Return to the cover page. Under the section titled 
■'Occuaptlonal Preparation Profile'% type or print the D.O.T, 
dob Titles for which the student la being trained In the 
long space to the left, 

'Place Xs, in a manner similar to tha^t which was done for the 
, competency pages 5 under the appropriate proflclpncy headings 
to indicate the Instructional level the studenc had reached 
for .that parcicular Job Title. 

If your school elects to use Che Employee Charac C er isL ics 
sheet Csee pmge 12)^ you, should complete Ic by Indicating 
opposite each of the characteristics the appropriate level 
for the student. After Chis is completed you shuuld Indicat 
In Che appropriate spaces^ the number of days the pupil wa^^ 
present and the number of days (Piu^rain Days) LheKufa&j, wd?. 
held/ \ 

The sheets should be stapled rogeCher and presented as a com 

f. 

pleted proflilng package. [f extra \ upicrs art- nt^L^di-nl 

^ -4 " . " . * 

distribution to the central Hchii>oJ ufflce^ clatisruoni Lc.fi<titi 

parents^ etc., copies can be prepared by (a) inaking Ldit^ou 

copies whoji the originals are prepaiecl, ( B ) ^ pho Codup I U d t 1 

the prepared copy or (C) preparing by hand another cop^^ ay 

was done with the original 

An example of the completed RAOPP 1^ shown on pages J 3 to lb. 



EMPLOYEE CHMACTERISTICS PAtfE'- RAOPP 




Empioyef 
Characteristic 

iileiy 1 Heitih Frioti^ei Q 
Riiponsitiiiity L 
Co WQMcer AititioniHlpj 
Cdaperition 
I Initiaiivi 
Qnaniing £ Pinonii Hygieni 
Funct^fily 

CamptiinQi with Rtjiir^i Regulltlo^i 
Gonscientious Work Pirformanee Q 
Self-eontrDi Unflif Siriis ^ 
Acceptingi of Supirvilion [ 




Attendance 

Noyot Dayi Preient { 
No. of Program Qays I 
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EXAKPLr ~ RAOPP COMPETENCY PAGE 




ilOCK CLERK D.O.T. / 222,38 7-053 



-i Q20101' 



^ 020102/ 



02Q2Q3. 



020201, 



; 020204- 



J202or- 

. ;<xxxx ; ^ 

i :C<XXX ; . 



■oxxxx 



Chgck: QuafiE t£y /Condlc Ion 



1 Prgptre Price Tai 



Take a Physical CjunC 



' Fill Order RequesES 



; xxxxxxx:ccccxxxxx:cxxx:cxxx:cc 



'< xx:fixx:<xx x:€ccc< £xxxxx :cccc 





c: 



"1 r 



./;/ 



EXA^!PLE ~ RAOPP COMPETENCY PAGE 



p. 




^ SALES CLERK 0.0. 290,477^014 



EXA^ffLE ~ RAOPP EMPLOYEE CHARACTERISTICS PAGE 




Employee , 
wnaracteristics jupirvnigni 



Adeqyili , i Quisianamg i 



Rispaniibilily [mx£xxx] rHT 
Ca-workRr Rejiilonsftipi 
CsQpiniiQn i 



X:€GCCXXX I 



QrQoming i P| 



Imliativi pcxxxxxxx | 
H Hygieni [ j 



Punotualitv |_ 
Cdmpliinci with Ruiei & Rigulitians ^ 



I 



Canscjinilwi Work Pir^rmanGe 



Sell-control Under Siriss ^^xm^^ ' P 
Apipiinca of Superviiion ■ 



Attendance 

No, fli Oays Prasan! ' 
No. of Prngfam flays ! 
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Completion options ' ' . , , 

There are five^ options available to local education agenclee for 
complating of Che Record of Achievement/Occupational Preparation Profile, 
They are: 

.1. Local Preparation—Manually, * ^ ' 

This option has best^been represented by, the previous 
examples* In this instance ^ all form conipletlon is 
^ done at the LEA, manually, ' 

2. LEA Preparation—Computer Assisted,^ 

This would only be viable if the LEA^had itg own .computer 
> "^vstem. jta regarding pupil programp and progress 

could be maintained in the computer. At the close of a 
repbrting period the computer would prepaTe RAOPPs for 
each student, 

3, Local Preparation=-Cpmputer' Assisted, ■ ^ 
This ©ptipn could be used in ^instances Cighare the LEA 
does 'not' have a computer to use but could contract with 
a local business that engages In.theae types of activities, 

w • • ■ ' 

The business would then prepare the RAOP? with data being 
provide^ by the LEA. 
Distant Preparation—Manually, 

This would involve an outside agency preparing the RAOPP. 
with data being supplied by the LRA , The outside agency 
could either come to the LEA and gathet the data directly 
from the Class, Progress UharLs or Individual biduc^Liuu 
Plans of the students ^ or the IMh could mall tti^ dat^_ 
Either way, the outside ageiicy would prepare th^ RAuPF 
In much the same manner as would Individual schuul 
personnel. * 
Distant Preparatipn-^-Coiupy tt^ t AssisLcd. ^ 

Again, an agency separate from the LEA wdnld be coiuiaii^d 
to provide RAOPPs. The agency would either gather the 
daca themselves or have it sent to them. However, the 
RAOPP would be produced by a computer. , 



The ISSOE forms for lEPs and RAOPP Jiave been* designed with thfse 
options in mir^d. All of these forms will fit; into a standard typewriter; 



All 



Jing or 



they are^ also easily adapted to most computer systems, 
form, ^cpmpletion can be done by going across* rows rather tha^ ud and- down 
columns. And to maMe^the forms easier for both manual andicoTTipiiter 
coraplecion, all rows are in increments one rvpewriter o^ c^mi titer carriag 
roll apart. In summary then , dep-nding unnn which complfiClon option the 
administration selects, the ISSOE . orms generally are easllV adaptable. 
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niSTRIBVTlON PL.4S 

^stribucion of the Recopi of ■Achievement/Occupational Preparation 
Proflle*will be determined by the local school diBtrlct, The local 
district is responsible for maintalnlrig privacy of records Hnd Insurtag 
confidentiality of Information. If an outside agency is used, the local 
district must receive assurances that the agency will maintain privacy 
of records. ' s 



Adminlstrat 101^ = ) 

The local administration will determine the distribution schedule 
for all forms and will also determine the reports needed to meet local 
conditions* 



Students 

Individual students should let.eivc a -t^py liiti KAOPP soon 
profiles are r-eturned Cu the teachfe^i ^ Ihes^ ftjiui;^ al.!^u l^u utieJ tui 
reporting to parents. 



A summary RAUPP shuuld be prebetu^a tii^^ sLudtiuL ati^i cmiui. ^-^ ^ 
of L he prograin . Time and pldcti Lu preseuL ttieaa Lo aLuJtitiLs art Lu^oe 
decermined by the dlstrl(.L; graduaLlon would be th^ ideal ^Ime. This 
record can be ijsed co repurL accumpilstimeuLa t-u UuLti p^t^iu© ^ud mm^l^^j^X 



Teacinj t s 



(tu id ant t- 

The ^,uiJauLe uttlce dhwuld i w 1 v uiii^ 
the student's tile. 



.AO? I 
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SIMMARY 



This User's Guide to laSOE discussed the options f or develDplng 
profiles which describe the te^chnical and non-technica] outcomes from an 
occupational .training program. It is primarily designed to assist | 
teafchers in th^completion of, Record of AchleMement/Occupat ional Preparation 
Profiles and Class ^ProgreaB Charts. ^ . 

Should any probleins or questions arise^ first cupt^ct yoiir bu^din^ ^ 
administrator tor a^istanc^. Should th^ piublein still persist, cuutact 
your ISSOE ^Ragional Coordinator, Area Facilitator ur\lia Cotvnell inatitiiLe 
for Occupational Education C607=256-=651 5 ) fur addiclor^tl iuf urm^L luii . 
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